
Cook County 
M

arketPlace 
Instructions 
12/7/2016 
M

arketPlace Integration w
ith O

racle EBS 
N

on O
racle U

ser Version v1 



1.  Go to the follow
ing U

RL and log in: https://shop.equallevel.com
/cook/ 

Login w
ith your U

sernam
e and Passw

ord. 
 

 

2. Brow
se for your item

, in this case I w
ill choose to punch-out to Dell 



3. Search for your item
.  Select “Add to Cart” 



4. Select “Create O
rder Requisition”. 



5. Select “N
o, I w

ill not be exporting” from
 the Trade Com

pliance Area, and select “Continue”.  

6. Select “Subm
it O

rder Requisition” 



7. At this point it w
ill bring the cart back into the EqualLevel Cart, and you w

ould select “Transfer 
Cart”.   

8. Click “Brow
se” and select your Departm

ent Approver.  In this exam
ple, I w

ill select Raquel.  

N
OTE: If you do not see your departm

ent approver 
in the system

, they w
ill need to punch out to 

M
arketPlace to be added to this list.  Tell them

 to 
log into O

racle and punch out to M
arketPlace.  

They w
ill then be added to the list.  



9. Click “Transfer Cart” 

10. That com
pletes this process.  You w

ill receive a m
essage noting that your cart has been 

transferred successfully.   

The person receiving your cart w
ill receive this em

ail: 


